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MUNIS Employee Self Service is an internal website that as a Manchester Board of Education

employee, you may go to view your employee profile, view paystubs, update W-4 information,

and even sign up for specific training sessions. It is a tool to help you stay connected, updated

and informed. Please read through these instructions on how to locate and use the site most

effectively.

If you have any concerns or issues using MUNIS Self Service, please contact the Human Re-

source Department at (860) 647-3440.
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Locating MUNIS Self Serve
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Using a web browser (i.e., Internet Ex-
plorer), go to the Manchester Public
Schools homepage

. MPS Internal Forums
Parents & Guardians

Students

ttp://www.mpspride.org

Featuring GOOgle for Education click on Resources tab and select the
= Employees link .

Mandhester Hayh to Host 600715 Swmmit...

This high-intensity event, which is Oct 17-19, 2014 focuses on deploying, integrating and using Google Apps for Education fo promote student
learning in K-12 and higher education. read full story
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Click on MUNIS Self
Service to display the

Self Service options.

Click on Employee Self

- Employee Resources Service Login to log
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publicschools.manchesterct.gov
http://publicschools.manchesterct.gov/page.cfm?p=877
http://publicschools.manchesterct.gov/page.cfm?p=877
https://selfserve.townofmanchester.org/mss/
https://selfserve.townofmanchester.org/mss/

Logging on to MUNIS Self Serve

Click on the Log In link located in the top RIGHT corner of the page. You will then be prompted to enter your
username and password. Your username* will be your first initial and last name. Your password will be the last four
digits of your social security number initially but you will be prompted immediately to change it. Make it something
that you will remember. *Those employees with duplicate first initials and last names will be notified via email with
your special username and password. Those employees with hyphenated last names will use your SECOND portion of
your last name as the “last name” portion of your user name.

Town of Manchester - Self Service

Welcome to the Town of Manchester Self Service facilities. 5 .
Citizen Self Service

If you would like to make a Water/Sewer payment, click on Citizen Self Service and then Utility Billing.

) ) ) n ) ) n Employment Opportunities
If you are interested in applying for a position with the Town of Manchester, click on Employment Opportunities and then
Apply next to the position you are interested in.

On the right side of the page are two options: “Employee Self Service” and “Employment Opportunities”.
Click on “Employee Self Service” to view your profile.

YOUR NAME |

Town of Manchester - Self Service

Welcome to the Town of Manchester Self Service facilities. )
Employee Self Service

If you would like to make a Water/Sewer payment, click on Citizen Self Service and then Utility Billing.

. . . . i . . Employment Opportunities
If you are interested in applying for a position with the Town of Manchester, click on Employment Opportunities and then
Apply next to the position you are interested in.




Main Page of MUNIS Self Serve

The main page for Employee Self Serve will give you an overview of your profile. You can review your personal
information on file with us, along with available time and the last few paycheck received. ALSO, please make
sure to check out the “ANNOUNCEMENTS” section. We will be using this for any staff notices and important
information. You will have to scroll down in this section to view Manchester Public Schools announcements.

Welcome to Employee Self Service

Home
e

Benefits

Town Employees

Blood Pressure Clinic - April 21st, 12:00 - 1:00 p.m. at the Public Works Facility.

Pay/Tax Information
ICMA-RC Pizza Lunch & Leam - Financisl Weliness - Apal 22nd - 12:00 p.m. - 1:00 p.m in the Manchester Room, Town Hall.
Flease call Human Resowrces fo register by Monday, April 21st

Personal Information
CIGMA Drop-In Session - Aprl 23rd - 2200 p.m. - 4:30 p.m., Breakout Room, Town Hall. CIGHA 's Customer Senvice is
available 24 hours a day. 7 days a week! Call 1(200) CIGMA-24.

Substitute Teaching
Ed Jally and Joan Tucker, ING representstives for retirement plans - Apel 23rd - 2:30 p.m. - 4:30 p.m., Manchester Room,
Town Hall.

Time Off
Employes Book Discussion Group - May's book is "The Dinner” by Herman Koch. Mext mesting: Tuesdsy, May 13th, 12:00 -
1:00 p.m. at Mary Cheney Library. Mew members welcome! Training Oppartunities

Manchester Public School Employees

Personal information SMPE To view documents, forms,
etc., you can click on the Re-
Your Name , ,
sources tab in the upper right
Address . .
. corner. This section us cur-
Phone Email .
rently under construction.
Please continue to visit the
Time off Faquast ms oft Manchester Public School’s
Available fime REqUesied Taken website “Departments” sec-
tion for all forms and docu-
Ayaliable Tzl
VAT - - ) ments needed.
You will see time available
SICK
. and time taken for each
1 PERSONAL .
time off category that you
B LE
are eligible for. 4J FMAMUJI I ASOHMNDE
LwWoP g 2014

Paychecks Show paycheck amourta
Previous paychecks
4172014 == Delsils _
. T - ools

Last Paycheck: 417/2014 4142014 TR Dot aychack simulator
2124 2= [Details Wiew last year's W2
72014 T2 Detsils Change your W4

Year to date HIZM4 IS Details




MUNIS Self Serve Options

Home

Benefits — This section is “under construction” and should
be ready for the Spring of 2015.

Employee Self Service

Benefits

PayTax Information /

Pay/Tax Information — This displays a summary of each pay
check going back to 2010. To view the details of each pay
period, click on the View Details button. This will display
your pay along with all of your deductions.

Personal Information

Time Off

Training Opportunities

Certifications—(For Certified Staff only.) This
section will show any State of Connecticut
Educator Certifications that we have on file
for you. If itis blank, and you have a certifi-
cation, then you must contact Human Re-
sources immediately to update your records.

Personal Information — This section shows the information
that is entered in MUNIS concerning your home address,
phone number, email address, and emergency contact
information.

Time Off — This screen displays your accrual amounts. You
an see the amount of Sick, Personal, or other Leave Times
you have Earned, Taken, and have Available.

Training Opportunities — This option is “under construction”.




Pay/Tax Information

YOUR NAME | "esr |2014|¥]

Pay/Tax Information

YTD Information displays a summary of your pay and de-
ductions for the Year to Date. You can go back to 2010 by
clicking on the drop down box and selecting a year.

Home

Check Date Pay Period Status

41712014 3302014 - 1212014 Cleared
41420114 G204 - 2204 Clesred
221/2014 22014 - IME2014 Clesred
ATI2M4 2ME2014 - H12014 Cleared
2/21/2014 222014 - 2152014 Clesred
2724 17192014 - 2172014 Cleared
1712412014 12014 - 112014 Cleared
111072014 120220203 - 1142014 Clesred

Gross Pay Met Pay

/Amount of Gross and \

Net pay are listed here.

“Cleared” indicates that
the check was Direct
Deposit.

“Details” are deductions
and taxes for that pay

deposit.
-

You may click on W2 to review your information for each
year. The W2 information for the previous year will not be
displayed until Payroll has completed the W2 process in

January of the current year.

Employee Self Service

Benefits

Pay/Tax Information

Detsils YTD Information
Details W2
Detsils 1095-R

W-4

Faycheck Simulator

Dimrr el lonfmenn ke

W-4 Informatiop

YOUR NAME

Clicking on Paycheck Simulator

will allow you to “test” any
adjustments for income tax
deductions. This does NOT
affect your paycheck. This is

just a simulator.

[

FEDERAL
Marital Status SINGLE
Clicking on W-4 will display the information that you Exemptions 1
selected on your State and Federal Income Tax forms. Additional Amount $0,0000000000
If you need to make any changes, please contact Pay-
roll for an updated form or select the form from the list CONNECTICUT
on for the Payroll Department on the web site.. Marital Status FILING STATUS "F"
Exemptions 1]
Additional Amount 500000000000
Pay cycle: | 1[=] Switching deduction cycles will reset the entire page.
Pay Details
Jokb Job Description Pay Pay Description Howurs Rate Percentage Armount
Maritsl Exemmgptions
Federal Tax SINGLE [=] 1
State Tex FILIMNG STATUS "F" EI o
Local Tax El o
Deduction Details
Description Amouwunt
BOE DB TOWW™ RETIREMENT:
MEDCO RX
TOMMIF HEALTH
DENTAL RIDER
BASIC DEMNTAL
Catcutate Jll Reset ]



Personal Information

Personal Information

Address [ E-mail change

Home

Personal Information

Your Name T
Address
) Pay/Tax Information
Phone Email
Opti hang;
pions chang= Employee Profile
W-2 Delivery Method  Email
Substitute Teaching
Telephone Add Telephone Mumbser
Type Description MNumber Unlisted Time Off
PRIMARY [ ] Change
Training Opportunities
Dependents

Mo Dependent information to display.

Emergency Contacts

Add Emergency Contact

Mo Emergency Contact information to display.

Employee Profile

General information
Mams

Employes [T

55N

Active status
Personnel status
Office location
E-Mzil address
Altzrnate e-mail address
Hire dste

Sarvice date

Orriginal hire dat=
Supsrvisor

Supsrvisor e-mail

Demographic information

Diate of birth

Gender

EED sthmicity

Marital status

Privacy setting

DOE sthmicity

DOE Race

Amenican Indizn or Alaska Mative
Asian

Black or African American

Mative Hawaiian or other Pacific |slander

White

anloyee Profile shows \

the current employment
information for you. If a
change is needed to data
that can not be updated in
the Personal Information
section, please contact
Human Resources at
boehr@mpspride.org.

Employes Self Service

You are allowed to make
several changes to your
Personal Information
right here on Self Serve.
You can update your ad-
dress, phone numbers
and emergency contacts.
At this time, dependents
are not listed.

An “Unlisted Number”
means that it will not be
used in any profiles or
distribution lists.




Change and Updates to Personal Information

Personal Information

Address | E-rnailehs"nge ?

Your Name
Address
Phone

Email

T
OptianhE"ngg

W-2 Delivery Method Email

Telephone

Home
Employee Self Service
Benefits

PayiTax Information

Personal Information

Employee Profile

Substitute Teaching
Add Telephone Mumber

Type

PRIMARY

Dependents

Description HNumber

i S —
Unlisted

[

) G

Mo Dependent information to display.

Emergency Contacts

Mo Emergency Contact information to display.

To modify the information contained in your profile, select Change
or Add for the information to be changed. For example, to add an
Emergency Contact, select “Add Emergency Contact”. This opens
an input screen. Input the required information and select

“Update” to update your profile. “Cancel” will cancel the request.

< Add Emergency Ccr1.=_">
S ———

Time Odf

Training Opportunities

Emergency Contact Information

* required field

Mame:*

Relationship: | [none selected] w

Telephone
Mumber:*

Comments:

» I N



Time Off and Logging Off

Time Off ome
f f Employee Self Service
Maximum E d Pronecu;q Tak ToBe Currently ;ro.jlert:}tleq
Allowed —2™M¢ ame KN Taken Available varable
through 412712014 through 412712014 Benefits

VAC (H) / ) o , \

The section for “Time Off” shows you your total amount of earned Pay(Tax Information
SICK () time, taken time, and currently available time. When you click on
PERSONAL (H) | Summary, you will see a list of all accrued time, and during which felcnainiognatian
LWP (H) pay period it was earned or taken. This is not where you will sched-
LWOP () ule time off. You must still report all absences through Kelly Ser-

vices. / Training Opportunities

H=Haurs; D=Days.
*This is an estimate. Please note that your actual eamings may differ.

Time Off Approver: [ ]

To log off MUNIS Self Serve, click the down arrow next to your name in the top RIGHT hand corner of the screen. This

will list the options available at the log in level, including Log Out. This will end your session.

Home

My Account

Emergency Contact Information

Home

* required field
q Employee Self Service

Name:*
Benefits

Relationship: | [none selected] v

Pay/Tax Information
Telephone g

Mumber:*
Personal Information
Comments:
Employee Profile

Time Off

Training Opportunities



